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procedures. Sue Shankland. 40:17-19 Oct 85 

Shorthand dictation—a key to skill develop- 
ment. Lee Dye. 40:17-19 Jan 86 

A shorthand methodology that works. Charles 
T. Laurie. 40:26-27 May 86 

Shorthand—to be or not to be. Debra S. Knosp 
and Donna Holmquist. 40:29-31 Mar 86 

Teaching “office politics.” Raenelle S. Hanes. 
40:23-25 Apr 86 

Wanted in today’s office: telemarketing com- 
petency. Mary Baumgardner. 40:13-15 Nov 85 


OLIVAS, Louis, Steven P. Golen, and Thomas H. 
Inman 
Desirable communication behaviors of man- 
agers. 40:27-28 Feb 86 


PANIAN, Robert C. 
Examine your — teaching techniques. 
40:19-21 Oct 85 
PEARCE, C. Glenn 
Business writing: computer instruction vs. 
traditional methods. 40:11-12 May 86 


PERFETTO, Edda and Blanche Ettinger 
Machine transcription comes of age. 40:14-16 
Dec 85 


PERREAULT, Heidi 
Software evaluation—everyone’s responsi- 
bility. 40:5-9 Mar 86 


PIKE, Daniel and Christine Licata 
B-I-T-E: a back-in-touch experience for faculty 
development. 40:31-33 Mar 86 


POLICIES Commission 
This we believe about linkages with business. 
40:8-9 Oct 85 
This we believe about the role of business 
education in the comprehensive high school. 
40:7 Oct 85 


PUBLIC relations 
Considerations for business education’s sur- 
vival. Martha Hedley. 40:8-9 Apr 86 
Declining enrollments in business education. 
Jerald B. Lydeen. 40:46-50 Apr-May 86 


Minding your own business. Mary Queen 
Donnelly. 40:3-6 Apr 86 

Promoting business education—why and how. 
Robert A. Ristau. 40:3-6 Feb 86 

To be a master teacher. Iris W. Johnson and 
J. Howard Jackson. 40:6-7 May 86 

What's in a name? Joyce Bertrand. 40:10 Feb 86 


RALLO, Angelina F. 
Business management in the high school 
curriculum. 40:29-31 Apr 86 
REGAN-GOFF, Susan 
Training WP professionals—how useful are 
tutorials? 40:23-28 Dec 85 


RESEARCH 

Action research in business education. 40:31-36 
Feb 86 

The effects of computer use on keyboarding 
technique and skill. Robert E. Gades. 40:34-36 
Feb 86 

Shorthand—to be or not to be. Debra S. Knosp 
and Donna Holmquist. 40:29-31 Mar 86 

Survey research: determining sample size and 
representative response. Daniel R. Wunsch. 
40:31-34 Feb 86 


REYNOLDS, Janice N. and Linda B. Kruger 
Planning for an effective cooperative education 
student handbook. 40:63-67 Apr-May 86 
RISTAU, Robert A. 
Promoting business education—why and how. 
40:3-6 Feb 86 


ROACH, Terry, Deborah Holderfield, and Joseph 
Arn 


Decision-making skills developed through 
computerized simulation. 40:25-26 Apr 86 


SALAZAR, Anita and Marj P. Leaming 
Business and industry linkage through entre- 
preneurship. 40:29-32 May 86 


SANDERS, Johnny, Jr., and Rubye C. Sanders 
Developing and implementing an effective 
classroom discipline plan for secondary 
business education teachers. 40:43-45 Apr- 
May 86 


SANDERS, Rubye C. and Johnny Sanders, Jr. 
Developing and implementing an effective 
classroom discipline plan for secondary 
business education teachers. 40:43-45 Apr- 
May 86 


SCHLATTMAN, Ronald and Gregg Condon 
Business education on the offensive—alter- 
native English credit. 40:6-9 Feb 86 


SCHROEDER, Betty L. and Lorraine T. Furtado 
Curriculum improvement. 40:32-40 Apr-May 86 


SCHULTZ, Alice L. 
Teach to the text. 40:9-10 May 86 


SCOTT, Gary D. 
Communicating the essentiais for the first 
week cf class. 40:8-10, 18 Apr-May 86 


SEEL, John 
Education: the gatekeeper in a changing 
economy. 40:3-6 Oct 85 


SEITZ, Margaret A. 
Teach proofreading for quality control. 40:18-20 
Mar 86 


SHANKLAND, Sue 
Remedial math packet meets needs in office 
procedures. 40:17-19 Oct 85 


SHELL, Jane W. 
Tips for developing a businesslike business 
education department. 40:41-42 Apr-May 86 


SIMULATION 

Accounting realism through simulations. 
Donald J. Guerrieri. 40:14-17 Feb 86 

Decision-making skills developed through 
computerized simulation. Deborah Holder- 
field, Joseph Arn, and Terry Roach. 40:25-26 
Apr 86 

Microcomputers: effective aid for basic busi- 
ness. Charles R. Hopkins and Kenneth C. 
Hess. 40:24-27 Feb 86 
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SMILEY, James 
The private sector and the business education 
department. 40:51-54 Apr-May 86 


SMITH, Lena M. Cunningham 
Supporting documents reinforce resume. 40:6-8 
Apr 86 
SMITH, Marsha K. and Daniel R. Boyd 
Training students for complete career success. 
40:32-33 May 86 
SPECIAL needs students 
Are some of your students “left” out? Kathryn 
White. 40:14-17 Jan 86 


SPICKELMIER, Beverly 
Time-management techniques for the business 
teacher. 40:26-31 Apr-May 86 
STANDARDS 
Implementing national standards for excellence 
in business education: next steps. Calfrey C. 
Calhoun, Thadys J. Dewar, and Alton V. 
Finch. 40:3-5 Apr-May 86 


STITT, Wanda L. 
Entrepreneurship: an opportunity for students. 
40:33-35 Apr 86 
STUDENT activities 
Integrating student organizations into the 
curriculum. Sylvia Bare and Jack Hoggatt. 
40:60-62, 59 Apr-May 86 
Using computers for chapter fund-raising 
activities. Catherine L. Bertelson. 40:23-26 
May 86 
TEACHER education 
B-I-T-E: a back-in-touch experience for faculty 
development. Christine Licata and Daniel 
Pike. 40:31-33 Mar 86 
Business education requires an action orienta- 
tion (NABTE bulletin 108). 40:25-33 Mar 86 
Preparing business teachers to teach key- 
boarding to elementary school students. 
Phyllis Morrison. 40:25-29 Mar 86 
To be a master teacher. Iris W. Johnson and 
J. Howard Jackson. 40:6-7 May 86 
TIME management 
Time-management techniques for the business 
teacher. Beverly Spickelmier. 40:26-31 Apr- 
May 86 
VOCATIONAL education 
Assessing the future of vocational education. 
Joseph E. Lutjeharms. 40:3-4 Jan 86 
WALKER, Betty 
The local community: a wealth of unique 
accounting resources. 40:19-21 Nov 85 
WALL, Carl 
Electronic purchasing—implications for con- 
sumers. 40:7-8 Jan 86 
WESTLAKE, Eugene J. 
Business education at the crossroads of sur- 
vival. 40:4-6 Jan 86 
WHITE, Kathryn 
Are some of your students “left” out? 40:14-17 
Jan 
WILKINS, Marilyn and Jean Grever 
The creative business teacher: utilizing over- 
looked resources for classroom manage- 
ment. 40:55-57 Apr-May 86 
WILSON, Doris Phillips 
Reviewing basic math skills in beginning 
typewriting. 40:12-14 Dec 85 
WILSON, Patricia I. 
Focusing on clarity in written communication. 
40:8-9 Jan 86 
WOOD, Merle W. 
Delivery of basic busi leconomic education 
in our crowded curriculum. 40:27-29 Oct 85 
WUNSCH, Daniel R. 
Survey research: determining sample size and 
representative response. 40:31-34 Feb 86 
YACHT, Carol 
Microcomputer keyboarding: software sug- 


gestions and curriculum guidelines. 40:18-19 
Nov 85 
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